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DEPARTMENT OF HEALTH AND MENTAL HYGIENE

FINANCIAL MANAGEMENT ADMINISTRATION

This schedule supersedes Schedules 2093, Items 3 thru 9,11, and 12

DESCRIPTION RETENTION

8

DIVISION OF COST ACCOUNTING AND REIMBURSEMENT

Billing and Collection Plans
Approved vendor fiscal operations plans for
local health departments.

Computer Generated Audit Tracking System
Including pertinent audit summary information
of the settlement process.

Closed Audit Files
Settled LHD & Private Vendor Files.

Rate Setting Files for Private Vendors and
Local Health Departments
Including calculation of rates for clients,
vendors, submissions, correspondence, etc.

Sliding Fee Scales
Including calculations of sliding fee scales for
vendors, related correspondence, etc.

Medicare/Medicaid Costing
Including cost reports, backup data, cost
settlements, related correspondence, rate
setting, etc.

PCISII / Prospective Payment Files
Including cost reports, payment requests, client
data, attendance data, related correspondence,
and reconciliation documents.

Indirect Cost Files
Including cost rates set, hard copy of rate
calculation, backup data for cost reports, and
related correspondence with Federal
government on rate setting.

1. Retain in office for two (2) years; transfer to the
Records Center for three (3) years, then destroy.

2. Alphabetize at the close of each fiscal year; retain in
office twenty (20) years, then destroy.

3. Retain in office for two (2) years or while under a
payment plan; transfer to the Records Center for five
(5) years, then destroy.

4. Retain in office for four (4) years; transfer to the
Records Center for three (3) years, then destroy.

5. Retain in office for five (5) years, then destroy.

6. Retain in office ten (10) years; transfer to the
Records Center for five (5) years, then destroy.

7. Retain in office three (3) years; transfer to the
Records Center for three (3) years, then destroy.

8. Retain in office for six (6) years; transfer to the
Records Center for four (4) years, then destroy.

APPROVED:(DHMH Official) DATE: SEP 1 6 2005

SIGNATURE:

James P Johnson, Chief Financial Officer

AUTHORIZED:(State Archives) DATE: SEP i£ » ZIBB

SIGNATURE:.

Edward C Papenfuse Jr, State Arc!

DGS-550-1 (DHMH-rev 2004)
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11

12

Patient Billing Records and Financial
Agent Records- Reimbursements Series
Including rate establishment forms, payment
orders, tabulation sheets, claims records,
etc.

Social Security Clearance Account
Ledger
Including files for clients in DHMH facilities,
guardianship bank records, and estate case
records.

DIVISION OF BUDGET ANALYSIS

Budget Management File Series
Including budget requests and quarterly
projections, spreadsheets and word
processing files submitted by all DHMH
units, budget tracking logs, and other
electronic and paper format data
compilations.

CHIEF FINANCIAL OFFICER'S FILES

DHMH FISCAL PLANNING FILES
Files relating to the Department's long-term fiscal
plans including spreadsheets, projections, special
projects, studies, and related data in both
electronic and paper formats.

9. Retain in office for five (5) years and until all audit
requirements have been met; transfer to the Records
Center for two (2) years, then destroy

10. Retain in office for three (3) years and until all
audit requirements have been met, then destroy.

11. Maintain electronic files and support documentation
in active files until end of fiscal year, then move to
inactive and back up copies of all electronic files.
Retain files in office for four (4) years and until all
audit requirements have been met, then destroy.

12. Retain planning files and support documentation in
office until no longer needed, replacing and destroying
obsolete or superseded information periodically.

DGS-550-1 (DHMH rev 2004)



DHMH Instructions-Make a list of all flies. Determine whethereach Is non-record,

record material or both. Group Into Record Series. Prepare a aeparate Inventory form

tor each Record Series IdentKed. All Record Series ere to be listed on a Schedule

Form. Forward ejl Records Inventory forms with the proposed Schedule form (DOS

550-1) to tm DHMH Records Officer thai your Records Coordinator.

DEPARTMENT OF GENERAL SERVICES

STATE RECORDS CENTER

7275 WATERLOO ROAD

P.O. BOX 275

JESSUP, MARYLAND 20794

(410)799-1379

DHMH RBC0RD3 INVENTORY

PAGE OF

1. Department/Agency

DEPT OF HEALTH & MENTAL HYGIENE

2. Offlce/AdmlnlstmOon/Board 3. DrvWrWUnlt or Section

DEFINFTION - RECORD SERIES • A group of related records normally filed end used as a unit for reference as well as retention and disposition purposes.

4. Record Series TltJe 5. Earliest Year/Latest Year

e. Record Series Descriptor! (Briefly describe the types of information/documents/rorms found in the series. Include the purpose or (UncBon of the series.)

7. Record Series Formats) List all

Paper: Rim / tape: Electronic:

• letter Srze • •RlnVSDdes • •Kept on Herd Drive

(35mm. etc)

• -Leoal Size • microfilm/ • •Computer Tape

Microfiche

• ^olls •• • •Audio Tape • 'Floppy Disk

• -Bound Book • -Video Tape • -CD.DVD,etc

• Card __>t_ • Other (specify)

a. Record Series Sequence

/^Alphabetical

• • Numerical

• • Chronological

• • Geographical

• • Other (specify)

• File Drawees)

• Microfilm Reel(s)

• Computer TapXs)

•Olher (specify)

10. Annual Accumulation

• • FOe Drawer(s)

• • Mlcroflm Reel(s)

• • Computer Tape(8)

Number • • Other (specify)

11. File Is Used XV Dally • •Wookfy ••Monthly ••Annually 12. File Becomes Inactrva After t-^~ ^ \ • Monthfs)

Number • • YeaKs)

13. Current Locations) (Bldg.. Floor. Room) 14. Is Record Series Dupfcated Elsewhere? (If yes, specify agency or office.)

• • Yes • • No Agency/ Format

15. Privacy / Access ResMdons • • Yes • • No

• •Personal • -Medical • -Proprietary • -Classified • Other,

(If Yes. cite Law(s) S Regulation^)

18. Audit R' • • None J K • •Internal • -OIG

• -Legislative • •Federal • • Independent

17. Is an Index System used? If yes, evplain briefly end describe requirements

Y.S ^ N O

18. Recommended Retention: In Office And In Storage (Each Format)

$'ma f-fi*i19. Name and Title of Preparer

-7~7.
Telephone Numberl*

DOS 550-4 (DHMH Rev. 2002 )



DHMH Instructions -Make a list of all Hies. Determine whether each Is non-record.

record material or both. Oroup into Record Series. Prepare a separate inventory form

tor each Record Series Idenliled. All Record Series are to be listed on a Schedule

Form. Forward ell Records lnv»ntory forms with the proposed Schedule form (DOS

550-1) to tie DHMH Records Officer thru your Records Coordinator.

DEPARTMENT OF GENERAL SERVICES

STATE RECORDS CENTER

7275 WATERLOO ROAD

P.O. BOX 275

JESSUP. MARYLAND 20794

(410)799-1370

DHMH RECORDS INVENTORY

PAOE OF .

1 . Dopoftn^ont^AQOncy

DEPT OF HEALTH & MENTAL HYGIENE

2. Odce/Admlnlslraljonmoard 3. OMsiorVUnrl or Section

DEFINITION - RECORD SERIES • A group of related records normally filed and used as a unit for reference as Ml as retention and disposition purposes.

4. Record Series Tine (Earliest Year/latest Year .

6. Record Series Description (Briefly describe Ihe types of Infor nwtlorvdocumenta/Tbrrna fourxMnthe series. Include the purpose or Unction of the series.)

7. Record Series Formats) Ust all

Paper Film /tape: Electronic:

• -Letter Size • •FllrrVSHdes • 'Kept on Hard Drive

(35mm. etc)

• -Legal Size • •Microfilm/ • •Computer Tape

Microfiche

• -Rolls •• • Wudio Tape • 'Floppy Disk

• -Bound Book • -Video Tape • -CD.DVD.etc

• Card x • -Other (specify)

8. Record Series Sequence

• • Alphabetical

• • Numerical

• • Chronological

• • Geographical

• • Olhor (specify) '_

Number

• File Drawees)

• Microfilm Reel(s)

• Computer Tape(B)

• Other (specify)

10. Annual Accumulation

• • Fie Drawees)

• • Microfilm Reel(s)

• • Computer Tape(s)

Number • • Other (specify)

11. File Is Used • • Dally ^ - W e e k l y •-Monthly •-Armuatry • Montnfs)

Number • • Year(s)

13. Current Locations) (Bldg.. Floor. Room)

O'cr*r j f*W
14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)

• • Yes • • No Agency/ Formats.

15. Privacy/Access Restriclons • - Y e s • • No

• -Personal • -Medical • •Proprietary • -Clasilfled • Other.

(If Yes. die Law(s) & Regulation^)

16. Audit Requirements • • None •-Internal •-OlO

• -Legislative • • Federal • • Independent

17. Is en Index System used? If yes, e^Jlein briefly end describe requirements

Yes • • No

18. Recommended Retention: In Office And In Storage (Each Format)

19. Nome and Title of Preparer

Telephone Number0

DOS 550-4 (DHMH Rev. 2002 )



DHMH Instructions -Make a list of ell files. Dotormlno whether each la non-record.

record material or both. Oroup into Record Series. Prepare a separate Inventory form

for each Record Serlea idenm ed. All Record Series are to be listed on a Schedule

Form. Forward all Recorda Inventory forma with the proposed Schedule form (DOS

550-1) to he DHMH Recorda Officer thru your Recorda Coordinator.

DEPARTMENT OF GENERAL SERVICES

STATE RECORDS CENTER

7275 WATERLOO ROAD

P.O. BOX 275

JESSUP, MARYLAND 20794

(410)799-1379

DHMH RECORDS INVENTORY

P A G E _ OF

1. Deportment/Agency

DEPT OF HEALTH & MENTAL HYGIENE

2. Ofllce/Adrnlnlatmtion/Board 3. Division/Unit or Section

DEFINITION - RECORD SERIES - A group of rotated records normally filed and used as a unit for reference as we! as retention and dlspoaHion purposes.

4. Record Series Tide 5. Earlleat Year/Leteat Year

describe the types of informetion/docunanta/rorms found in (ha series. Include the purpose or function of the series.) . rf

7. Record Series FormaKa) Llatall

PapeTi ~ ^ s . Rim / tape: Electronic:

A •Letter SbJ • •FllnVSHdoa • •Kept on Herd Drive

( ; / (35mm. etc)

^ " i e g a l Size • -Microfilm/ • Oomputor Tape

Microfiche

• atolls •• • -Audio Tape • -Floppy Disk

• -Bound Book • -Video Tape • CD.DVD.8tc

• Oard x • -Other (specify)

8. Record Series Sequence

• • Alphabetical

• • Numerical

• • Chronological

• • Geographical

Olher (specify) .

Drawees)

• Microfilm Reel(s)

• Computer Tape(s)

• Other (specify)

10. Annual Accumulation

• * FBa Drawarts)

• • Microfilm Reel(s)

• • Computer Tape(t)

Number • • Other (specify)

11. File Is Used /X : D a t | y * *YwWy • 'Monthly • ^Annually 12. File Becomes Inactive After Monthfs)

Yoer(s)

13. Current LoceOon(s) (Bldg., Floor. Room) 14. la Record Seriea Duplicated Elsewhere? (Ifyes.epedfy agency or office.)

Yes J(- No Agency/ Format

15. Privacy /Access Restricflons • - Y e s

• -Personal • -Medical • -Proprietary • ClassMed/• Other.

(If Yes. cite Law(s) a Regulatory*)

18. Audit Requirements • • None ^/'•Internal ^ O I O

^^ALo^pSiBDve ^J Fedoraf * * Indopendant

17. Is an Index System used? If yes. e^leln briefly and describe requirements

• • Yes •JflNo

16. Recommended Retention: In Office And In Storage (Each Format) * J

19. Name and Title of Preparer

^7
Telephone Number*

21. Date

DOS 550-4 (DHMH Rev. 2002 )



DHMH Instructions -Make a list ol an files Determine whether each is non-record, record

material or both. Group sito Record Series. Prepare a separate inventory form for each

Record Series identified All Record Series are to be listed on a Schedule Form. Forward a l

Records Inventory forms with the proposed Schedule form (DGS 550-1) to the DHMH

Records Officer thru your Records Coordinator.

DEPARTMENT OF GENERAL SERVICES

STATE RECORDS CENTER

7275 WATERLOO ROAD

P.O. BOX 275

JESSUP, MARYLAND 20794

(410) 799-1379

DHMH RECORDS INVENTORY

IPAGE 3Si OF

' / ^ If
1. Department/Agency ^jy T W V T T

DEPT OF HEALTH & MENTAL HYGIENE

2. Office/Administration/Board 3. Division/Unit or Section

DEFINITION - RECORD SERIES - A group of related records normally fled and used as a unit for reference as well as retention and disposition purposes.

4. Record Series Title 5. Earnest Year/Latest Y e a r ,

6. Record Series Description (Briefly describe the types of information/documents/tbrms found in the series. Include the purpose or function of the series.)

7. Record Series FormaUs) List aD

Paper Ffrn / tape: Electronic:

D Letter Size DFBnVSEdes D Kept on Hard Drive

(35mm, etc)

D Legal Size D Microfilm/ D Computer Tape

Microfiche

DRoJls D OAudioTape DFIoppyDisk

D Bound Book 0 Video Tape DCD.DVD.etc

D C a r d _ x _ D Other (specify)

8. Record Series Sequence

D Numerical

D Chronological

D Geographical

0 Other (specify) .

Jo_
Number

pSfthDrawerts)

D MicroUm Reel(s)

D Computer Tape(s)

D Other (specify)

10. Annual Accumulation

0 FSe Orav«or(s)

0 MicroUm Reol(s)

D Computer Tape(s)

Number D Other (specify)

11. Fie is Used fa&aly D Weekly D Monthly 0 Annually 12. File Becomes Inactive After D Monlh(s)

D Year(s)

13. Current Locatjon(s) (BWg . Floor. Room) 14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)

D Yes K**0 Agency/Format

15. Privacy /Access Restrictions D Yes D No

D Personal D Medical p ropr ie ta ry Q Classified DOther_

(II Yes, cite Law(s) & Regulatjon(s)

16. Audit Requirements JH^None a Internal DOIG

0 Legislative D Federal a Independent

17. Is an Index System used? If yes, explain briefly and describe requirements

D Yes ^ f C j J o

16. Recommended Retention: In Office And In Storage (Each Format)

19. Name and Title of Preparer

E-maa address:

20. Locân: ^ J y ^ j T ^ / ^ T

te Number* .Room #Telephone Number*

21. Date

DGS 550-4 (DHMH Rev. 2002)


